How Do | Use EPSQ?
Subject Edition Instructions

This Is an overview
of the EPSQ
screens, and the
steps required to
create and transmit
a form to your
security
officer/security
manager.
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Use EPSQ by Simply Going
L eft to Right

* |nthe Subject edition
- E— r— T of EPSQ, users Create
e their form; Validate

their form; Modify

their form, If
necessary; Print their
form (Reports); and
create afileto hand
their form off to their
Security Officer.




How Do | Create My User
Form?

e |norder to begin, go to
the Create Menu.

e Sealect User Form.




Select the Type of Form
Needed

 SF86 Isthe
clearance
@ Bequest for Secunty Clearance (385 appl | Catl On fOrm.

() Questionnaire for Nan-Sensitive Positions [SFAS)

() Applcation for Public Trust Postion [SF35F) e SF85P Isfor
() Supplemental Questionnaire for Selected Positions [SFEEP-5) .
Public Trust

() Spouse Single Agency Check (SAC) Shel

() Special Investigative Inquiny [S11] Shel POSl tl OnS

L e SF85 isnot
accepted by DSS.

Type of Form

Use mouse or spacebar to select the appropniate form:




Selectionsfor Type of

| nvestigation
+ Ssolistypicaly
Use mouse or spacebar to indicate the type of investigation " oralop
you are requesting: Secret Clearance.
() Single Scope Backaround Irvestigation (55E1) ’ (NPér(i:(/)gieccret PR
Reinvestigation) is

() Peniodic Reinvestigation [PR) for Secret
() Special Investigative Inquiny (5] Clearances.
() Expanded National Agenicy Check [ENAC) e PRisfor aTop

‘ oK } ‘ Cancel ‘ Secret Pe_rioc_iic

— —= Reinvestigation.

e ForaNAC/LC,
select NAC. 5



Subject Form Password and Second Password

*Thisisthe Password for
5 I the USER form.
Password *Enter the SSN, then create
L and verify the password.
*Thereisal6 character
maximum for the
Password.

A CONTRACTOR

1 s  contiactor employeg ling out & secnty Clearance Applcation [2F85), you have the employee has the option of
aption af preventing paur securty offier from accessing possibly senafive nfamation in

modles 17 thiough 42 adding a second password

Yo MUST vse the subiect version of EPSE) b aceess tis oplion 10 protect Modu eS 17
through 42 from view by
his or her Security Officer.

6




Privacy Act Statement

Privacy Act Statement
CREATE SECURITY CLEARANCE FORM - (SF85) ® PreSS
Standard Form 86 Form approved: Revized September 1935 E
(.4.B. Mo, 3206-0007 11.5. Office of Perzonnel M anagement MSM 7R40-00-634-4036 5 | | < EN T ER>

CFR Parts 731, 732, and 736 86-111 i
after reading

QUESTIONNAIRE FOR NATIONAL SECURITY PDSITIONS

Follow instructiors fully or we cannot process your form, Be sure to sign and date the certification the Pr I Vacy

statement on page 3 and the releaze on page 10, 1f you have any questions, call the office that

gave you the faorm, A Ct Staterner]t .

PURPOSE OF THIS FORM

The 1.5, Govermment conducts background investigations and reinvestigations to establish that
military personnel, applicants for or incurnbents in national security positions, either emploved by the
Government or warking for Government conbractors, licensees, certifizate holders, and grantees, are
elighle for a required security clearance, Information from this form iz used primarily as the basis for
investigation for access to classified information or special nuclear information or material. Complete
this farm only after a conditional offer of employment has been made for & position requinhg a security




Subject’s Social Security
Number

EPSQ Login » Please make sure

that you have

coN  1IMEETIN entered the SSN
. correctly.
Please be sure the 55N 15 entered correctly. _
e This screen asks
' 7
Do you want to create this entry? you to double
check the SSN

‘ Yes J ‘ . before creating it.




Select Your Organization Type

 |If you require your clearance
Mndif?r O.riginatanypc and Address aps .
Organization Type fOI‘ yOUI’ ml I |tary dUtI eS, Or fOI’

B — _ your civilian US Government
employment, enter (1).
T WitaylS Govmnen e || ¢ If youdonotrequirea
s S clearance (i.e., Public Trust
el position), enter (1).
| et  If you require aclearance for
S e i your employment by a

defense contractor, enter (2).
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Fill Out the Form

* Thereare43 modulesin
DOE, JANE LUCY 777-22-5555 the EPSQ SF86.

Status | Module

1 Personal Information ; * There dae 20 mOdUI €S I N
2 Other Names Lzed the EPSQ SF85P

3 Citizenship
4 Where You Have Lived

A Where YouWent To School i YOU may fl nd EPSQ an

B Your Employment Activities

{ People Whao Know You el eaSIer taSk If yOU . Come

8 Your Spouse

9 “Your Relatives and Assaciates to the tabl e” prepar ed!

10 Citizenship of Your Relatives and Associates

11 Your Military Histary Detal I ed N CheCkI iSt”

12 “our Foreign Activities - Property

13 *our Foreign Activities - Employment WorkSheetS ar e aval Iabl e

14 “Your Foreign Activities - Contact with Forgigh Government

15 Your Foreign Activities - Passpart | from a I | nk aI
NV - Not Validated  V - Validated ‘ Ok ‘ | Exit ‘ htto: :
ttp://www.dss.mil/
p epsq

Highlight a module and press <Enter> to select




Validatethe Form

Mo errors were found during validation.
Please select a report output option.

() Printer

Once the form has been completed,
Validate the User Form.

You can print your Validation report, or
view it on screen. You can save your
Validation report, or Exit Without Saving
Report. Thereisno need to savethis
Report.

If errorsarefound, goin and correct them
(see next dide), then Validate again until
Nno errorsremain.

EPSQ’s Validation function dramatically
lower sthe per centage of requestsrgected
by DSSfor incomplete data.
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How Do | Make Changestothe
Form?

e Goto Modify, User
Form.

e Enter your SSN.

e Salect which module
theerror isin.

e Fix theerror(s).




Print theUser Form

Office of Personnel Management EP30 Version 2.1

SECURITY CLEARAHCE APPLICATION 0.M.EB.

Date: 1999/08/09
Atandard Form 86, 3ep. 95

No. 3206-0007
Time: 22:19:20

HARK3 SSH: 000-00-0010

TOM, M

Page: 1

1. Personal Information
Hame MALRES
TOM, M
Birth Date 195%/11/01 Sex Male
Place Of Birth BALTIMORE, IMD
County NONE
UNITED STATES
Work/Day Phone 3933939 Home /Evening Phone 4949449
Height 6-01 Weight 220 Hair Color ELUE Eye Color ELUE

2. Other Hames Used

-

|

*]

#L1

Go to Reports, Usar Form.

Send thereport totheprinter. If
you print successfully, you may
Exit Without Saving (printed)
Report - therelease forms print
at the end of the form.

If you experience printing
problems, please consult FAQ
#18 at
www.dss.mil/epsg/epsqgfag/18.htm
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Transmit to Your Securlty Officer

Create file name 7]
File name: Eolders: 0K
DOE| zdb c:\epzg2usu
Cancel
e
{3 epsq2xsu Network...
Save lile as type: Drives:
|[EPSQ 2.0 ZipFile (~2db~| |2 ¢ N

|® Subject 55M Fom
DOE, JANE LUCY

f77-22-5558 5FEE

D'ata for the subject(s) isted above has been prepared for you to kransmit, The file pou

reed o send iz
CHEPSOZ<SUADOE Z0B

‘t'ou should zend thiz file to yaur Security Officer or appropriate perzon. Do MOT send the
file straight to 0SS, D55 will MOT process a file sent straight from a subject

.................................

.................................

Go to Communications,
Transmit to Security Officer.

Create your file name and
delete the asterisk (see top
picture).

Select the floppy (a2) drive if

you are placing the fileon a
diskette.

Note where the file is being
saved (see bottom picture).
Press OK.

If sending viaEmail._ Go into
your Email, address Email to
your Securlty Officer, and
attach your “Name.zdb” file -
and send!
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A Few Tipsfor New Users

Navigation

Next Module F11
Previous Module F10 p [SFB6]

Bgnd Enlry B
Provians Dafry PR MARCUS T
Mew Dnhy B
First Name Middle Last
MARCLS T HOOK,
Birth Date 1359/10/20
City FORK

State MD Marpland
County HARFORD
Country UWITED STATES
Sex M Mak (3

Enter your first name

Suffix

Next

Previous

Dpdats

Remarks

Help

Exit

ALL Datesin EPSQ are
YYYY/MM/DD - hence EPSQ is
Y 2K ready.

Throughout EPSQ, middle
namesor initialsarerequired. | f

you don’t know one, please use
UNK (unknown)

|f you see a pull down menu box,

please useitlm

Note the Navigation (upper left
of illustration) functions
available - especially helpful
when listing multiple entries!
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MoreTIpsS:
Navigation (what a concept!)

e  Navigation appearson the
Next Module upper left of your screen
Previous Module F10 throughout EPSQ.

Mext Entry F3 | « Onemouse-click, or one click of
Frevious Entry Fd a function key, can move you
Mew Entry Fs through the softwar e faster!

 You donot haveto continue

avigatio
Next Modul
Previous Module F10 Associates [SF86]
Next Entry Fa - - 11 1} ]
Previous Fnry  Fo. FTTANTHONY Entry 1 012 clicking “ next” to move
New Entry F7

T- Mother 7. Stepchild 13. Half-sister Mext -

2_ Father 8. Brother 14. Father-in-law — t h r Ou gh you r ent r I %

3. Stepmother 9. Sister 15. Mother-in-law Previous '

4_ Stepfather 10. Stepbrother 16. Guardian = B

5. Foster parent 11. Stepsister *17. Other Relative Delete [ ] P t I I y %f I h

6. Child [adopted alzo) 12_ Half-brothe: =18. Ass ar I Cu ar u u W en

19. Adult Cu tl_vL ing With You Remarks k- - M d I 4
e dr;?[mh i letb o dbl_l,ldff tl f blg tt i Ilost and ctolnttnS|ng‘Ic:‘loﬁtr:;\‘cl:ttr.1 IEEI:IT;‘IB Wor I ng I n O u %
{.j-ﬁy e tt 2] - blgIl tt:l I_\Jflosea o atiol ?I g tts v\;lth whom you of your spouse are bound ﬂelp .
i (residences), 6 (employment

Enter relationship between you and the relativelassociate aCt i Vi t i eS) : an d 9 (r eI at i VeS an d
associates). 16



 DATA ENTRY::

* When filling out employment history.....

e Military duty must be broken down by each
duty station, to include Basic Training and
AIT/IET.

* Each entry must have areference to go along
with it.
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Entry Tipsfor Modules8 and 9

Navigation

‘8. Your Spouse (SF86)

144-55-6645 COLUMBLIS, OSCAR CRAIG

L irst Name Middle
Ko

City SALEM

uuuuuuuuuuuuuuuuuuu

ast
UUUUUUUU

Enter your current spouse's social security nu er

Suffix

0@
i T e

9. Your Relatives and Associates [5F86)

144-5h-6645 COLUMBUS, OSCAR CRAIG New Entry of 2
Relationship 2 Father Next I
Curmrent First Name Middle Last Suffi B
Birth Date  / /
Country (2] Delete

Enter the relativefassociate's first name

 |If you do not know your
spouse’ s SSN, EPSQ will
accept “UNK?” In that
field.

 |If you do not know the
name, nor any other data,
of arequired relative
(Mother, Father), enter
“UNK” inthefirst field
and nothing further is
required. 18



Tipsfor Avoiding
the Pitfalls of Module 10

=}

1

i

Create Modify Validation Reporis Cummunlcatmns Utilities Help Exit

Mawvigation

10. Citizenship of Your Relatives and Associates [SF86]

144-55-6645 COLUMBUS, OSCAR CRAIG

ently hav SPIJUSE LIKE I tionzhi, ip with someo
cilizen NDT by bi lh or who
‘Individual with whom you h ve a Ik It nship' a

FOR THE NEXT MODULE.

ne who

p nd enter data.
OTHER NAMES ARE LISTED. select al d nter data. OTHERWISE. PRESS [Next]

all5.

dg the U5, hghlght d elect:

IF ANY

NAME

ship of Your Relatives an
| Citiz hpStat s Document - Spouse-Like Associate
144- 55 6645 COLUMBLIS, OSCAR CRAIG

sociates [SF36]

Relationship 15 Curent spouse-like relationship
Middle Last
TERRY EROWM
Birth Date 1923/12/30

Proof of Citizenship Document
1 Maturalization Certificate

First Name
LEE

To delete this entry. press [Enter]

Do not click on “ Spouse-like
relationship individual” unless
you currently have a* spouse-
like” relationship with someone
(other than your Spousel) who is
a U.S. citizen NOT by birth, or
who isan immigrant alien
residingin the U.S.

If you unintentionally have an
entry in the second screen of
Module 10 (see left) you can get
rid of theentry by clicking
Delete. Please see FAQ #49 for
mor e troubleshooting in this

ar ea. 1



What Should | Do if | Need
Help Wlth Vﬁuchln okmation regarding

EPSQ isavailable from our

Web page - www.dss.mil/epsg.
Thispageincludesalink to
over 50 EPSQ Frequently
Asked Questions, linksto
detailed “ checklist”

wor ksheets, and linksto our

| nstruction Guidesthat are
avallable for download.

e Our Customer Support Center
can bereached via e-mail at:
epsq_questions@mail.dss.mil,

or by telephone at 1-800-542-
0237 (Option 1).

20



Where Do | Send the
Fingerprint Cardsand Release

For m&a mai:
Defense Security Service

Personnel Investigations
Center

P.O. Box 18585
Baltimore, MD 21240-8585

e Overnight Delivery
Service:

Defense Security Service
881 Elkridge Landing Road
Linthicum, MD 21090

—&
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Should | Consider Saving the Files
That | Created In EPSQ to a Disk?

Treatc Moty Validation Beort - Camihin

User Forms

ications Utilities Help Exit

W alidation

| Name

[ 55M

BENNETT, ANTHONY 1P
COLLINS, OMAR 5381 CHARLES

333-00-0001
309-03-0309

5FE6/1879

| Sub Frm| Jec Frm| Eertifiedl

IRVING, SAMUEL BUCK

808-00-8000

SFEE/1879

Rv&N, SOLPETER

122:00-0000

SFEB/NALC

At a certain point, Security Officer
users may wish to remove completed,
transmitted EPSQ filesfrom their
program. Storingtoo many files
within EPSQ may affect the software’s
performance; it will certainly cause
thefilethat you wish to locate to be
mor e difficult to find.

We suggest looking under Utilitiesin
EPSQ, and unloading thefilesto .cds
(Common Data Structure) format.

Y ou may then storethesefilesin
another media (e.g., on a diskette).

Up to 700 EPSQ .cdsfiles can safely be
stored on a single diskette.
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|sTherea Mac Compatible

EPS?

ecided not torelease a

cihtosh version of EPSQ dueto
resour ce limitations. We had to
make thisdecision based on the fact
that most of our usersareworking
In a Windows environment.

We are aware that this may have
Inconvenienced some potential
users.

In the future, DSS plansto develop
a Web-enabled version of EPSQ
that would be essentially platform
Independent. Thereis, however, no
schedule or datefor thisWeb
version at present.
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Note That EPSQ Requires
Entry of Middle MameSour

Middle names aré important! middle name, and the
Could you identify these middle name of all
folks without them? references. If the person
John___ Mellancamp does not have amiddle

John Booth

_ _ name, enter NMN. If you
Kathie  Gifford

do not know the middle

: S\I,lilllneam_ ngSChaefer name, enter UNK. If the
. Frank ___ Wright middle name consists of
e Lee Rhimes an initial only, enter the
+ Stevie_ Vaughn initial.

« Sally  Raphad

Tommy Jones

24



What if theForm | Need Isn’t
on the List to Tramsmlt’?

ethe Usar form
AND the Security
| nformation.

e (o to Reports, and Print
the User Form AND the
Security Information to
the SCREEN.

* Re-certify the form.

e Attempt transmitting
again.
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Entered the Wrong Type of
| nvestigation onto EPSO?

e |fthewrong investigdtion typewas
selected when the form was created,
changethe Type of Investigation

Create Modify Validation Reports Communications Utilities Help Exit (SSBI, NAC, PR, etC) by fO”OW|ng
these steps:
|| 1) Log into Security Officer edition.
you are lequexlli]ng: i : 2) GO to Creat e.
giiinfleslc:peEac:l:khgrcn:r;::;]esligatinnl[i:EI]E 3) Select for m type (| e., SF86)
ational Agency Ched or Secre . .
(") Pericdic Reinvestigation [PR] 4) SeIeCt Type Of I nveStIgatlon
(") Special Investigative Inquirg (511 I eC|UI I ed .
Expanded Mational Agency Check [ENAC .
e 5) Typein the SSN, and the same
& Ll password as alr eady used.

e System should ask if you wish to
changetheinvestigation type - Select
Yes.
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